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RETROACTIVE OVERTIME PAY WORKSHEET

Employee #:Name:

Agency: Distrib. Code:Low Org:

X   Normal Rate of Pay ..................
=   Additional Straight Time Pay

Overtime Hours Worked Not Paid ...
Section 1A - Calculation of Overtime Pay Due Employee

I have reviewed the above calculation and agree that the amount of retroactive regular pay is correct and should be paid.

Signature Employee

Signature Manager

Date 

Date 

DO NOT use this form for data entry if a Payroll Warrant Request, form FI-15, has been submitted for these hours.  Otherwise, a double payment will occur.

+   Additional Half Time Pay.............
    (See Half Time Pay Calculation)

Equals Total Retroactive Overtime Pay Due Employee (DOE 78)......................
Half Time PayOvertime RateOvertime Hours

x  .5  x =

NOTE:  The overtime pay rate will be different from the normal pay rate if the employee was paid other earnings in the same pay period  the overtime was worked. 
(See the worksheet for the calculation of "Weighted Average" overtime pay rate.)

Complete the data entry information below and enter into the Payroll Time and Attendance System

DOE AMOUNT WKS
WORKED FUND AGY

LOW
ORG

APPR
UNIT ACTV

RPTG
CATG

PROJ/
JOB FUNCTION

Section 2 - Data Entry

.......

Section 1B - Calculation of Weighted Average Overtime Rate

X    Regular Rate of Pay .....................
+    Other Eligible Earnings .................
       (From Section 1C below)

Total Hours Worked ...............................

=      Total Base Pay............................
Weighted Average Overtime Pay Rate

Section 1C - Calculation of Other Eligible Earnings Included in Base Pay

Amount

Total Amount

=     Total Retro Pay       

DOE - Description

MM/DD/YYYY

MM/DD/YYYY

Overtime Correction for Pay period Ending:

Correction Effective for Pay period Ending:
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